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	STATE OF OREGON
POSITION DESCRIPTION
	Position Revised Date:
May 5, 2026 

	
	
	Service Type of this position is: 
[bookmark: Dropdown10]

	Agency: Oregon Department of Transportation
[bookmark: DivisionDropdown]Division: 
[bookmark: Dropdown8]This position description is for: 
	


SECTION 1. POSITION INFORMATION
		a. Classification Title:
	Business Operations Administrator 2

	b. Classification Number:
	[bookmark: Text97]7081
	c.	Position Number:
	0000025

		d. Business Title:
	Chief Administrative Officer
	e. Agency Number:
	73000

		f.  Section Title:
	Support Services Division
	g.	Budget Auth Number:
	713850

		h. Employee Name:
	

		i. Representation Code:
	[bookmark: Dropdown1]

		j. Work Location (City – County):
	Salem - Marion

		k. Supervisor Name:
	 Travis Brouwer

	
	

	l. Position Sub-Type:
	
	m. Position Time Type:
	

	n. Fair Labor Standards Act (FLSA): 
	If Exempt: 
	o. Eligible for Overtime: 


SECTION 2. PROGRAM AND POSITION INFORMATION


731-0729M (05/2025) ODOT HR - Management	Page 2

a. Describe the agency, division, program/unit in which this position exists. Add a paragraph for each and include its overall purpose, who is affected, size, and scope. Include relationship to agency mission.
The Oregon Department of Transportation (ODOT) exercises leadership and vision in promoting, developing, and managing a statewide network of transportation systems and facilities. These systems and facilities provide access to Oregon for the State’s citizens and visitors, provide efficient movement of commerce, goods, and services, ensure the safety of transportation systems users, and enhance Oregon’s competitive position in national and international markets. ODOT is a geographically spread organization of approximately 4800 FTE with a biennial budget of more than $6 billion.
We act with integrity as we are accountable and transparent and hold ourselves to ethical standards as stewards of public funds. We share ownership and responsibility for ensuring safety in all that we do. ODOT is committed to building a diverse workforce, supported by equitable operations and policies, and establishing an informed culture that delivers authentic inclusivity through our policies, programs, projects, investments, and actions. We use our skills and expertise for continuous improvement and strive to be more efficient, effective, and innovative. We work together as One ODOT to provide better solutions and ensure alignment in our work.
The Support Services Administrator (Chief Administrative Officer) (CAO) reports to the ODOT Deputy Director and serves all divisions, branches, and teams within ODOT. The CAO assists the director and deputy director to determine department program priorities by evaluating the needs of customers and assessing the availability of resources in order to implement policies and programs effectively and efficiently. This position directs the administration of department programs by evaluating the quality of services provided by assessing how closely the services align with the agency’s and enterprise priorities, as well as considering feedback from customers Support Services Division (SSD) staff. The CAO must explore solutions to problems and select the best alternatives and align with best practices. The CAO must authorize the redistribution of available resources to meet changing program needs, and coordinate activities to ensure compliance with established policies, objectives, priorities, executive orders, and applicable laws, rules and regulations. 
The CAO oversees the SSD and its management team. The Division includes the following branches:  Facilities, Human Resources, Information Systems, Procurement Office, Office of Employee Safety, and the Data Solutions Branch .
b. [bookmark: _Hlk159572410]Describe the primary purpose of this position, and how it functions within this program. One concise paragraph that explains the high-level purpose/overview of the position. Complete this statement. The primary purpose of this position is to:
The CAO is responsible for planning, directing and managing the activities of the SSD such that appropriate, efficient, timely, and meaningful support is provided to all ODOT business lines. The CAO leads and develops goals and administers programs which are implemented by the managers within the branches of the division. The CAO determines division policy by analyzing pertinent issues and information; assessing the impact of proposed policy on the provision of services to clients or the general public; and determining the resources necessary to implement such policy to ensure efficient and effective provision of services. The objective of this leadership is to achieve an administratively efficient and fiscally sound division that supports the operating activities and objectives of all business lines within ODOT. This position is responsible for providing all staff functions and recommending the appropriate infrastructure for ODOT. The incumbent facilitates interagency and inter-jurisdictional cooperation and problem-solving.
SECTION 3. DESCRIPTION OF DUTIES
List the major duties of the position. 
· % of Time: State the percentage of time for each duty/duty segment. 
· Place in order from the highest percentage to lowest percentage.
· Duty statement percentages should not exceed 60%. 
· N/R/NC: Mark “N” for new duties, “R” for revised duties or “NC” for no change in duties. 
· For Americans with Disabilities Act (ADA) purposes: Indicate whether the duty is an “Essential” (E) or “Non-Essential” (NE) function. 
Note: If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter.” To delete a row, right click the row, click “Delete Cells,” and click “Delete Rows.”

	% of Time
	N/R/NC
	E/NE
	Duties

	30%
	NC
	E
	Program Leadership
· Direct the Support Services Division, including Facilities, Human Resources, Information Systems, Procurement Office, Office of Employee Safety, and Data Solutions. Recommend and implement improvements to enhance organizational efficiency and effectiveness. Monitor efficiency and recommend changes to meet the requirements of a dynamic environment.
· Oversee state and federal legislative, administrative and financial activities affecting division programs, and manage department wide projects.
· Provide guidance to managers in establishing goals  developing plans, and monitoring progress for their respective branches. Review and approve major program and operating plans to ensure alignment with branch, department and legislative objectives. 
· Establish statewide standards and ensure consistency across division functions. Coordinate complex issues that span multiple branches.
· Determine division policy by analyzing issues and information, assessing impacts on service provision, and identifying resource necessary for implementation.

	30%
	NC
	E
	Division Management
· Lead the division management team. 
· Define the division's structure, goals and objectives, ensuring clear lines of communication across the sections, removing barriers to integration of work, and encourage efforts for continual improvement and collaboration. 
· Model and coach respectful and ethical behavior. Ensure action within the division that promotes and fosters a qualified and diverse workforce and harassment-free workplace.
· Achieve high employee engagement and performance by hiring, developing, training, and motivating a diverse and qualified workforce. Develop and provide appropriate training and professional growth opportunities for all division employees.
· Develop and maintain strategic plans, including service level objectives, division priorities and staffing and financial resource needs.
· Direct and approve biennial budget requests through determining priorities from recommendations of staff within the Division.  Present and explain budget requests to the ODOT Director, Deputy Director, the OTC and the Oregon Legislature. Develop and obtain legislative approval of a biennial operating budget to achieve the division’s mission.
· Manage the division’s budget to optimize use of resources and effectively steward public resources. Continually assess the allocation and availability of resources, fiscal and human, to respond to fluctuating workloads. When necessary, reallocate resources within the division and advocate for additional resources.
· Monitor and evaluate division performance, provide regular reports to the deputy director, and implement process and system improvements to enhance efficiency and ensure accountability for customer service, service levels, and continuous improvement.

	20%
	R
	E
	Agencywide Leadership
· Serve as a member of the Agency Leadership Team in setting and implementing agencywide priorities and policies, including taking ownership for helping achieve agencywide goals in the Strategic Action Plan.
· Participate in agencywide leadership activities, including setting goals and policies and serving as executive sponsors of ODOT committees.
· Serve on key internal committees, such as the ODOT Facilities Steering Team and Council and Tech & Data Steering Team and Council.
· Advise and counsel the deputy director and others as appropriate on administrative, financial, and organizational matters.
· Contribute to the development of department-wide policies and strategies, particularly those related to administrative services.

	10%
	R
	E
	External Leadership
· Represent ODOT in administrative matters with external partners.
· Represent ODOT on national boards, conferences and other events relating to revenue and financial functions and programs.
· Primary Division liaison and key contact for Department of Administrative Services, legislators and committees, and Oregon Transportation Commission to provide expert consultation on administrative matters.
· Manage ODOT's interest in state legislative matters and the development of administrative rules and other policies that affect administrative functions.
· Protect the interest of Oregonians by monitoring and influencing federal legislation, policies, rules, and regulations.
· Represent the agency in enterprise level steering teams as requested.
· Represent the agency through extensive engagement and communication with the public, customers, other state agencies, and interest groups.  

	10%
	NC
	E
	· Perform special assignments on behalf of the director and deputy director.


	_
	100%
SECTION 4. WORKING CONDITIONS
[bookmark: _Hlk159572545]Describe any on-going working conditions. See the PD instructions Section 4 for more information on how to complete this table. 
Note: If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter.” To delete a row, right click the row, click “Delete Cells,” and click “Delete Rows.”
	[bookmark: _Hlk159572528]Working Condition Category
	Describe the Conditions

	Schedule Restrictions/Demands:
	· This position occasionally requires working long hours to complete the work necessary to perform the duties of the position.
· This position requires flexibility to work evenings and weekends.
· This position requires regular and predictable attendance as an essential function. 

	Physical Demands:
	· This role involves working within an office setting, which includes extended periods of being in a stationary position and performing repetitive movements/tasks.
· General office environment. The essential duties of the position require the following: walk; bend and stoop; sit; stand for short periods; lift and carry up to 14 pounds; have sense of touch; and be able to reach, hear, have finger dexterity, speak, and read.

	Environmental/Sensory Demands:
	· This position primarily works in a typical office environment with telephones, other staff conversations, and ambient noise from office equipment like printers, etc.  Pressure deadlines and frequent distracting situations are common. This position requires public speaking and presenting information to groups.

	Travel/Driving Requirements:
	· Traveling is essential to this position, and a valid driver’s license, an acceptable driving record, and the ability to drive or an alternative mode of transportation is required for this position. May be required to travel overnight for meetings.

	Tools & Equipment:
	· This position requires the use of a vehicle.
· This position requires the use of general office equipment, including but not limited to a personal computer, mouse, keyboard, headset, monitors, cell phone, multi-line telephones, fax machines and copiers, or alternate equipment based on accommodation, etc. 

	Client Relations:
	· This role requires working closely with numerous partners, both within and outside of the agency. It involves negotiation and conflict resolution. The individual in this position must skillfully navigate through challenging conversations, demonstrating empathy, tact, and assertiveness. It is a role that demands not only skill and proficiency but also a deep sense of passion and dedication to fostering harmonious relationships and achieving positive outcomes.
· Participate as a member of the work groups as outlined by charters and policies. Duties of a member may include preparing for meetings; preparing, presenting, and sponsoring action items and crew team proposals; implementing approved team proposals; and giving honest open feedback during meeting critiques.
· Often interacts with policy makers with regard to sensitive information, including the Oregon Transportation Commission, state legislators and the Governor's office.

	Other:
	· This role requires discretion and confidentiality, sharing information only with those who have a need to know and only when and if appropriate to do so.
· This position meets the unclassified service criteria in ORS 240.205 (4) and is a principal assistant that manages a major agency organizational component. The position reports directly to the agency deputy director. As such, pursuant to ORS 240.205(4), this position has the approval of the Director of Department of Administrative Services to be placed in unclassified service (DAS CHRO Policy 30.000.01) and serves at the pleasure of the agency appointing authority. This appointment may be terminated at any time (DAS CHRO Policy 40.035.01).


SECTION 5. GUIDELINES
a. List any established guidelines used in this position, such as state or federal laws or regulations, policies, manuals, or desk procedures.
· Federal Laws and Regulations - FHWA & NHTSA
· Oregon Revised Statutes and Administrative Rules
· Court decisions - state and federal
· Department of Transportation and Executive Department policies
· Employment Relations Board & Arbitration decisions
· Union contracts
b. How are these guidelines used?
They provide the basis for decisions necessary for successful accomplishment of job objectives.
SECTION 6. WORK CONTACTS
With whom, outside of co-workers in this work unit, must the employee in this position regularly come in contact? 
Note: If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter.” To delete a row, right click the row, click “Delete Cells,” and click “Delete Rows.”

	Who Is Contacted?
	How
	Purpose
	How Often?

	ODOT Director & Deputy Director
	In person, virtually, email, phone, etc. 
	Discuss Organizational Issues
	Daily

	Division Administrators
	In person, virtually, email, phone, etc. 
	Discuss Organizational Issues
	Daily

	Oregon Transportation Commission 
	In person, virtually, email, phone, etc. 
	Discuss Organizational Issues

	As needed


	Dept. of Admin Services
	In person, virtually, email, phone, etc. 
	Consult, problem solve
	As needed

	Legislators
	In person, virtually, email, phone, etc. 
	Organizational/Constituent Issues
	As needed

	Other state administrators
	In person, virtually, email, phone, etc. 
	Consult/Coordinate related problems; share information; problem solve
	As needed





SECTION 7. POSITION RELATED DECISION MAKING
a. Describe the typical decisions this position makes. Be as specific as possible. 
The Support Services Division Administrator is an integral part of the delivery of ODOT’s mission. This position works independently and in collaboration with the director, deputy director, division administrators and others to prioritize and align goals and objectives for Support Services Division. This position makes a variety of executive-level decisions in the areas of budget; operations; laws, rules, policies, and procedures; customer service levels; and personnel. These decisions commit the department to a course of action and may have significant legal/liability issues. 
The SSD Administrator manages the division’s budget and has authority over hundreds of millions of dollars in taxpayer resources. Fiscal decisions are made to ensure available resources are efficiently used, overall operations are cost effective and allocation of resources are consistent to achieve the Division’s mission, strategies, goals and objectives.
Decisions also involve how to present information to and engage the public, legislators, other agencies, industry representatives, etc. This position must also make the appropriate decisions regarding staffing, appropriate level of employee discipline or response to grievances.
b. Explain the direct effect of these decisions. How the decisions impact the agency, customer, budget, risk to the agency, policies, how the position impacts the public, and outside entities, etc.
These decisions directly impact the operational health of the agency and the ability of ODOT and SSD to serve its customers. These decisions impact how well the Division complies with statutes and other compliance requirements and helps achieve agency mission, strategies, and goals and objectives. Decisions impact departmental productivity, completion of objectives and goals, and ensure strong cultural alignment with values and priorities. Decisions impact all members of ODOT’s workforce, information technology systems that serve the agency and its customers, and hundreds of agency facilities across the state. Timely decisions on these matters will enable other divisions within the agency to deliver on the public’s expectations and meet their needs.
SECTION 8. REVIEW OF WORK
Who reviews the work of the position? In most cases this will be the direct supervisor.
Note: If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter.” To delete a row, right click the row, click “Delete Cells,” and click “Delete Rows.”
	Classification Title
	Position Number
	How
	How Often
	Purpose of Review

	Deputy/Chief 3 
	1161007 
	In person, virtually, email, phone, etc. 
	As needed
	Coach, provide guidance, feedback, and set expectations, gather information about program progress, realign priorities, and conduct quarterly performance evaluations. Keep deputy director apprised of things going on with SSD, including any problems or challenges that rise to agencywide impacts.   


SECTION 9. OVERSIGHT FUNCTIONS – FOR MANAGEMENT SERVICE SUPERVISORY (MMS) POSITIONS ONLY
	a. How many employees are directly supervised by this position?
	[bookmark: Text109]6
	

	How many employees are supervised through a subordinate supervisor?
	[bookmark: Text110]355
	

	b. Which of the following activities does this position do?

	[bookmark: Check49]|_| Plans work
[bookmark: Check51]|_| Assigns work
[bookmark: Check53]|_| Approves work
[bookmark: Check55]|_| Responds to grievances
[bookmark: Check57]|_| Disciplines and rewards
	[bookmark: Check50]|_| Coordinates schedules
[bookmark: Check52]|_| Hires and discharges
[bookmark: Check54]|_| Recommends hiring
[bookmark: Check56]|_| Gives input for performance evaluations
[bookmark: Check58]|_| Prepares & signs performance evaluations



SECTION 10. ADDITIONAL POSITION-RELATED INFORMATION
[bookmark: _Hlk158303338]ADDITIONAL REQUIREMENTS: List any knowledge and skills needed at time of hire that are not already required in the classification specification:
BUDGET AUTHORITY: If this position has authority to commit agency operating money, indicate the following:
Note: If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter”. To delete a row, right click the row, click “Delete Cells,” and click “Delete Rows.”

	Operating Area
(Personal Services; Services & Supplies; Capital Outlay)
	Biennial Amount ($00000.00)
	Fund Type
(General; Other; Federal; Lottery)

	Personal Services; Services & Supplies; Capital Outlay
	$197,685,669.00
	Other




[bookmark: _Hlk159574939]PRE-EMPLOYMENT CHECKS: Please complete the questionnaires below and mark the applicable yes/no for the corresponding question/statement.
DESIGNATION OF NAME-BASED CRIMINAL BACKGROUND CHECK (CBC) REQUIREMENT:
Review the criteria below, indicate if the position is assigned these duties or responsibilities. If one or more boxes are checked yes, a name-based CBC is required prior to filling the position. 
The employee in this position…
	1. Provides information technology (IT) services and has control over access to Department information technology systems that could allow the individual to harm these systems, or the information contained within the systems. This relates to having responsibilities that involve development, programming, installation, maintenance, or other technical aspects related to Department hardware and software. It is not intended to include positions with responsibilities that only utilize IT systems, such as entering and retrieving data
	|_| Yes  
	|_| No

	2. Has responsibility for receiving, receipting, or depositing money or negotiable instruments
	|_| Yes  
	|_| No

	3. Has responsibility for payroll functions
	|_| Yes  
	|_| No

	4. Has responsibility for purchasing or selling property or has access to private property in the Department’s custody (such as Right of Way and Facilities). It is not intended to include positions with responsibilities that may involve simply being on private property to perform certain duties
	|_| Yes  
	|_| No

	5. Has access to personal identification information about employees or members of the public, including Social Security numbers, date of birth, driver license numbers, medical information, personal financial information, or criminal background information
	|_| Yes  
	|_| No


DESIGNATION OF NAME-BASED AND FINGERPRINT-BASED CRIMINAL BACKGROUND CHECK (CBC) REQUIREMENT:
Review the criteria below. Indicate if the position is assigned these duties or responsibilities. If one or more boxes is checked yes, both a name-based and a fingerprint-based CBC are required prior to filling the position.
The employee in this position…
	1. Has tasks associated with the verification, data entry, or modification of driver identity information
	|_| Yes  
	[bookmark: Check11]|X| No

	2. Has access to driver or customer systems that would permit the entry or modification of driver identity information
	|_| Yes  
	|X| No

	3. Has tasks associated with taking, reviewing, or accepting photos for driver licenses and identification cards
	|_| Yes  
	|X| No

	4. Is a supervisory or management position that can affect the work of employees who perform any of these tasks
	|_| Yes  
	|X| No


CJIS
	5. Has unescorted access to unencrypted criminal justice information or unescorted access to physically secure locations or controlled areas.
	|_| Yes  
	|X| No


[bookmark: _Hlk159574770]DESIGNATION OF DRIVING AND TRAVELING REQUIREMENTS:
If the position requires driving as an essential function of their position a driver’s license check will be processed at the time of hire. For questions related to driving or traveling please reference the updated Driving and Travel guide on the ODOT Classification and Compensation SharePoint Page.
	1. [bookmark: _Hlk159574778]Is driving a state vehicle an essential function of this position?

By selecting "yes," you are indicating that this position requires, as a condition for both initial and ongoing employment, that an individual must possess and maintain a valid driver's license, along with an acceptable driving record.
	|_| Yes  
	|X| No

	2. Is a Commercial Driver’s License (CDL) required for this position?
This position requires as a condition of employment and continuation of employment, an employee or prospective employee to possess and maintain a valid Commercial Driver’s License. 
	|_| Yes  
	|_| No

	a. What type of CDL is required?
	
	

	i. Class A Commercial Driver’s License (CDL-A) or
	|_| Yes  
	|_| No

	ii. Class B Commercial Driver’s License (CDL-B) or
	|_| Yes  
	|_| No

	iii. Both the Class A (CDL-A) and Class B (CDL-B)
	|_| Yes  
	|_| No

	b. When is the Commercial Driver’s License required?
	
	

	i. Upon hire
	|_| Yes  
	|_| No

	ii. Within 6 months of employment 
	|_| Yes  
	|_| No



SECTION 11. ORGANIZATIONAL CHART
Attach a current organizational chart.
Be sure the following information is shown on the chart for each position: classification title, classification number, salary range, and employee name and position number.
SECTION 12. SIGNATURES
	
	
	
	
	
	
	

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	
	
	
	
	

	Appointing Authority Signature
	
	Date
	
	Printed Name of Appointing Authority



image1.png
Ioo.r!.uw.?« RS

WM. e awm
’
5 AL
.\.. X l.tV"
T\
) ——
| -





